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1.IIACIIOPT
®OHJIA OHEHOYHBIX CPEJICTB
Mo JUCIHUILINHE

«MHOCTPAHHDLIA A3BIK (1€J10BOI)»

1.1. OcHOBHBIE CBeICHUA 0 TUCHUILIUHE

Obvem oucyunaunsl 3 3a4eTHBIC SUHUIILI, B TOM Yucie B 108 akageMru4ecKux
yacax 1o BUJaM y4eOHBIX 3aHSATUI

Ta6nuna 1 (ouHo-3a04Hast hopMa 0OyUeHHs])

Cemec YueOHbIC 3aHATHS dopma

Tp B TOM YHCIIE MIPOMEKYTOUHOMU
KoHTtakTHas paboTa 00yJaronuxcsi ¢ npenogaBaTeaeM CPC, aTTecTalnuu

Bce W3 HUX B TOM (3auer,

ro | Jlexn | Jlabopatop | Ipaktia | KCP | konTpoms | uucie | ApdepeHInpos
uu HBIC ecKue 9K3aM | aHHBIA 3ayer,
3aHATHS 3aHSATHS €H 9K3aMeH)
6 22 22 86 3a4er

1.2. TpeOoBanus K pe3y1bTaTaM 00y4eHHs MO TUCHUILINHE, (OPMBI KX KOHTPOJISA U
BH/IbI OLICHOYHBIX CPEACTB

IHacnopT ¢oHIa OLIEHOYHBIX CPECTB MO AN CHUIINHE

Ne | KonTponupyembie Nunexc O1ieHOYHBIE CpeaICTBa Crnioco6
pa3enbl, TEMbI, MOTYJIH KOHTPOJIHPY KOHTPOJIS
eMoit HaNMEHOBAaHUE NoNe
KOMITETEHI] 3aJlaHu
un (wm ee i
YacTH)
1 | Momyans 1. VK4 — nOucbMeHHBIH | 2.1 MNHUCbMEHHO
Careers IIEPEBO] 2.2 YCTHO
=  MOHOJIOT 2.3
—  TeCThI 1-10
YK4 — mnuchMeHHBIH | 2.1 MUCbMEHHO
Companies nepeBo 2.2 YCTHO
—  MOHOJOT 2.3
—  TeCThI 11-20
2 | Moayas 2. YK4 — MNUChbMEHHBIH | 2.1 MIICBMEHHO
Selling. epeBos] 2.2 YCTHO
—  MOHOJOT 2.3
—  TeCThI 21-30
YK4 — TUChbMEHHBIA | 2.1 MMUCbMEHHO




New Business. nepeBo.l 2.2 YCTHO
—  MOHOJOT 2.3
TECTHI 31-40
3 | Moayas 3. VK4 — nOucbMeHHBIH | 2.1 MNHUCbMEHHO
Marketing epeBos] 2.2 YCTHO
=  MOHOJOT 2.3
—  TECTHI 61-70
VK4 — THCbMEHHBIH | 2.1 MHUCBMEHHO
Planning nepeBos 2.2 YCTHO
—  MOHOJOT 2.3
—  TECTHI 71-81
ATTecTanmus VK4 — nucbMeHHBIH | 2.1 3AYET
MepeBOI 2.2
—  MOHOJOT 2.3
=  TECThI 82-91

1.3. Iloka3aTejn U KPUTEPHH ONpeeIeHUs YPOBHSA C(POPMUPOBAHHOCTH KOMIIETEHIIH I

No Kon YpoBHU cHOPMUPOBAHHOCTH KOMITCTCHIIH
n/n | MHAMKaTopa | HemoctaToud | Y IOBIETBOPUTEI ba3oBrrit IToBBEIIEHHBIHI
KOMIIETECHI] bIY bHBIN
un (mocTaTOYHBIN)
1. | bB-YK-4.3. OtcyrctBue | 3HaTh: 3HaTh: 3HaTh:

MPU3HAKOB HNmeer Henmomuoe | JloctatouHo JeMoHCTpHpYyeT
YIOBJIETBOPU | MIPEACTABICHUE O | MOJHO 3HAET YETKOE
TEIBHOTO npaBujax u MpaBUjia ¥ HOPMBI | TIPEICTABICHUE O
YPOBHS HOpMax BEJICHUS | BEACHUS JCJIOBOM | MpaBUiiaxX U

JEIIOBOU
MEePENUCKH Ha
WHOCTPAaHHOM
SI3BIKE C YUYETOM
0COOEHHOCTEH
CTHJIMCTHKH
oHUIIHaTHEHBIX
MMHCEM U
COITMOKYJIBTYPHBI
X

pasnuui;

0 JIEKCUKO-
rpaMMaTHYECKUX
51
CTHIIMCTHYECKUX
SIBJICHUSX,
XapaKTepPHBIX IS
sI3BIKA
CIIeIIMaIbHOCTH,
0COOEHHOCTSX
ynoTpeOsieHus
CBOOOIHBIX u

MePENUCKH Ha
WHOCTPaHHOM
SI3BIKE C yUYETOM
0COOCHHOCTEH
CTHJIMCTHKH
ouIHaTHLHBIX
IMCEM U
COIIMOKYJIBTYPHBI
X

paznn4uii;
JIEKCUKO-
rpaMMaTHYeCKHe
u
CTUJIMUCTHYECKHE
SIBJICHUS,
XapakTepHbIC IS
sI3BIKA
CIIELIMAIbHOCTH,
0COOEHHOCTHU
ynoTtpebsieHus
CcBOOOIHBIX u
YCTOMYHUBBIX

HOpPMax BEJICHUS

b1 (21 (0):10)5
MePENUCKH Ha
WHOCTPAaHHOM
SI3BIKE C YUYETOM
0COOEHHOCTEH
CTHJIMCTHKH
oHUIIHaTHEHBIX
MHCEM U
COITMOKYJIBTYPHBIX
pasnuui;

0 JIEKCUKO-
rpaMMaTHYECKUX U
CTUJINCTUYECKHX
SIBJICHUSX,
XapaKTepPHBIX IS
sI3BIKA
CIIEIIMaIbHOCTH,
0COOEHHOCTSX
ynoTpeOieHus
CBOOOIHBIX u
YCTONYUBBIX




YCTOMYMBBIX
CJIOBOCOYETAaHUM
B
npodeccuoHanbH
oif chepe
oOIIeHUs
Ymers:

He B nosnxHo#
Mepe ¢
JOITyIICHHEM
HEKOTOPBIX
HETOYHOCTEU
OCYIIECTBIISICT
JIEITOBYIO
KOPPECTIOH ICHITH
10 C TIOMOUIBIO C
TPaIUIIMOHHBIX U
COBPEMEHHBIX
CpeAcTB
KOMMYHUKAIHH;
JIOITYCKaeT
HETOYHOCTH B
nonbope
JICKCUKO-
rpaMMaTHYeCKUX
u
CTHJIUCTHYCCKUX
CPEICTB B
npodeccuoHanbH
oif cepe
oO1eHus

Baanern:
Cmabo Biazmeer
HaBBIKAMH
BEJACHHUS

b1 (21 (0):10) 5
MEePENUCKH Ha
WHOCTPAHHOM
SI3BIKE C YUYETOM
0COOEHHOCTEH
CTUJINCTHKH
OopUIHATEHBIX
MIHCEM U
COLIMOKYJIBTYPHBI
X

pasinuui

CJIOBOCOYETaHUU
B
npodeccuoHabH
oi chepe
oOIIeHMS

YMmerb:
CamocTosiTenbHO
C IOMYIIEHUEM
HECYIIECTBEHHBIX
MOrPENIHOCTEN
OCYIIECTBIISIET

pi (S 00):3% 0]
KOPPECTIOHICHITH
10 C TIOMOUIBIO C
TPaTUIIMOHHBIX U
COBPEMEHHBIX
CpeAcCTB
KOMMYHUKAITIH,
JOIyCKaeT
HECYILECTBEHHBIE
HETOYHOCTHU B
noxdope
JIEKCUKO-
rpaMMaTu4CCKuX
u
CTHUIIMCTUYCCKUX
CPEICTB B
npodeccnoHabH
oii chepe
oO01IeHNS

Baagern:
CBo0OomHO
BJIaJICET
HaBBIKAMH
BEIEHUS
NEJIOBOH
TIEPEITMCKU Ha
WHOCTPAaHHOM
SI3BIKE C YIETOM
oco0eHHOCTEH
CTHJIMCTHKHA
oUIHMaTBEHBIX
IMHCEM U
COLIMOKYJIBTYPHBI
X

pasznmuuui

CJIOBOCOYETAaHUN B
npodeccuoHaIbHO
it cdepe oOeHMS

Ymers:
CamocTrosiTenbHO
MOJTHOCTbIO, YETKO,
apryMEHTHPOBAHO
OCYIIECTBIISICT
JIETTOBYIO
KOPPECITOHICHITHIO
C TIOMOUIBIO C
TPaTUIIMOHHBIX U
COBPEMEHHBIX
CpeAcTB
KOMMYHUKAIHH;
HE JIOITyCKaeT
HETOYHOCTEeH (He
6onee 1) B mogbope
JICKCHKO-
rpaMMaTHYCCKHUX U
CTHJTUCTHYCCKUX
CpE/CTB B
npodeccuoHaIbHO
it cdepe oOIeHMS

Baanern:

B coBepmienctse
BJIa/Ie€T HaBbIKaMH
BEJICHUS

b1 (21 (0):10) 5
NEePErnruCcKH Ha
MHOCTPAaHHOM
A3BIKE C yUETOM
0coOeHHOCTEH
CTHJIUCTUKH
oUIHATEHBIX
MTUCEM H
COLIMOKYJIBTYPHBIX
pasinuui




b-YK-4.4.

OtcyTtcTBUE
MIPU3HAKOB
YAOBIETBOPU
TEJIHHOTO
YPOBHS

3HaTh:

He nonHocThIO
3HaeT
ophorpadudecky
IO,
ophosnraeckyto,
JIEKCUYECKYIO U
rpaMMaTHYECKYIO
HOPMBI
U3y4aeMoro
A3BIKA;
(hOHETHYECKYIO
CUCTEMY,
rpaMMaTHYeCKUI
CTpOi,
HEOOXOAUMBII
00BEM JIEKCHKO-
dbpazeonorunyecku
X eIMHUI U
(GyHKIIMOHATBLHO-
CTHJIUCTUYECKUE
XapaKTePUCTUKU
WHOCTPaHHOTO
SI3BIKA

Ymers:

He B nonHo#
Mepe ¢
JOTYIIICHHEM
HEKOTOPBIX
HETOYHOCTEU
BBIOMpACT U
a/IeKBaTHO
ynoTpeosieT
JIEKCUYECKHe
€MHUIIBI B
3aBHCHUMOCTH OT
KOHTEKCTa/pEerucT
pa; cTpout
BBICKA3bIBaHUS 110
CUHTaKCUYECKUM
MOJIETISIM;
aHATU3UPYET
SI3BIKOBBIE
0COOCHHOCTH
BBICKA3bIBAaHUM U
YYUTHIBACT UX
npu

perieHnn

3HaTh:
Hocratouno
MIOJTHO 3HAET
opdorpadpuuecky
1o,
ophosnHyuecKyo,
JIEKCUYECKYIO U
rpaMMaTHYECKYIO
HOPMBI
M3y4aeMoro
SI3BIKA;
(hoHETHYECKYIO
CUCTEMY,
rpaMMaTHYeCKHI
CTpOii,

HEO0OXO MBI
00BEM JIEKCHUKO-
(dbpazeonornyecku
X €IUHUL] U

(G yHKIIMOHATIBHO-
CTHJINCTUYECKHE
XapaKTePUCTHKHU
WHOCTPAHHOTO
SI3BIKA

Ymersn:
CamocTosiTenbHO
C IOMyYIIEHUEM
HECYIIECTBEHHBIX
MOrPEMIHOCTEN
BBIOMpAET U
a/IeKBaTHO
yIoTpeOaseT
JIEKCUYECKUe
€IMHUIIBI B
3aBHCHUMOCTH OT
KOHTEKCTa/peTUcCT
pa; CTpout
BBICKA3bIBAHUS 110
CUHTaKCUYECKUM
MOJIETISIM;
aHaJIM3HUPYeT
SI3BIKOBBIE
0COOCHHOCTH
BBICKa3bIBAHUN U
YVYHUTHIBAET UX
npu

pelieHnn
npodeccnoHabH

3HaTh:
JemoHcTpHUpyeT
YETKOE
MPEJICTABICHUE O
opdorpadpudeckoit,
ophosmHIuecKoi,
JIEKCUYECKOU U
rpaMMaTH4eCKO1
HOpME U3y4aeMOTO
A3BIKA; O
dboHeTHYECKOM
CUCTEME,
rpaMMaTH4YeCKOM
CTpoe,
HEOOXOIMMOM
o0BemMe JIEKCHUKO-
(bpa3zeonornyecKux
€MHHUIL U
(GyHKIIMOHATILHO-
CTHJINCTUYECKUX
XapaKTePUCTHK
WHOCTPaHHOTO
SI3BIKA

Ymers:
CamocrosiTensHO
MOJTHOCTBIO, YETKO,
apryMEeHTHPOBAHO
BBIOUpAET U
aJICKBaTHO
ynoTpeosieT
JIEKCUYECKHE
eVHUIIBI B
3aBHCHUMOCTH OT
KOHTEKCTa/peTUcTp
a; CTPOUT
BBICKA3bIBaHUS 110
CUHTaKCUYECKUM
MOJIETISIM;
aHATU3UPYET
A3BIKOBBIE
0COOCHHOCTH
BBICKA3bIBAaHUM U
YYUTBHIBACT UX TPU
perieHnn
pohecCHOHATBHBI
X 33134




npodeccuoHanbH
BIX 337124

Baagern:

Cnabo Biazeer
BCEMU BUIaMU
peueBoit
NCATCIIBHOCTHU HA
A3y4aeMBbIX
WHOCTPaHHBIX
SI3BIKax B 00bEME,
HEO0OXO0IMMOM
I o0eceueHus
OCHOBHOH
npodeccuoHaNIbH
OU NIeITENbHOCTHU
B COOTBETCTBUHU C

BIX 332724

Baangern:
CB000OIHO
BJIaJICET BCEMH
BUJAaMU PEYEBOU
JEATEIbHOCTH Ha
M3Y4aeMBbIX
WHOCTPaHHBIX
SI3BIKaX B 00BEME,
HE00X0IUMOM
st o0eceueHust
OCHOBHOMH
po¢eCCHOHAIIbH
OU IeATENbHOCTH
B COOTBETCTBHHU C

Baagern:

B coBepuieHcTBe
BJIaJICET BCEMHU
BHUJIAMU PEYEBOMI
JIEATEIIbHOCTU Ha
M3y9aeMbIX
WHOCTPaHHBIX
SI3BIKax B 00bEME,
HEOOXOAUMOM JUTS
obecneyeHus
OCHOBHOH
po¢eCCHOHATBHO
U IeATENbHOCTHU B
COOTBETCTBUH C

OCHOBHOM OCHOBHOM OCHOBHOM
byHaamMeHTaNbHO | PyHIaMEHTAIbHO | (QyHIaMEHTaIbHOM,
i, , po¢eCCHOHAIBHO
npodeccuoHaigbH | MpopEeCCUOHANbH | U U
onu ol 1 ClieLIMaIbHOM
ClieLIMaIbHOM CIIELIMAIbHOMN MOArOTOBKOM
MOArOTOBKOM MOArOTOBKOM
b-YK-4.6. OtcyrctBue | 3HaTh: 3HaTh! 3HaTh:
MPU3HAKOB He nonHocThIO JlocTtaTouHo JeMmoHCTpHpYyeT
YIOBJIETBOPU | 3HAET O MOJTHO 3HAET YETKOE
TEIBLHOTO CTPYKType 0 CTPYKTYypE MPE/ICTABICHHUE O
YPOBHS COOOIIEeHNUH, COOOIIeHUH, CTPYKType
JOKJIa 0B, JIOKJIaJIOB, COO0O0ILIEeHNUH,
Mpe3eHTalni, O Mpe3eHTalNH, O JIOKJIa/IOB,
npodecCHoHANIbH | MpodeCCUOHAIBH | IPE3CHTAIIHM, O
Ol ATUKE B Ol ITUKE B poeCCHOHAIBHO
Pa3HbIX pa3HbIX ! 3THKE B pa3HbIX
KyJbTypax; o KyJbTypax; o KyJbTypax; o
BIIUSTHUU BIUSTHUU BIIUSTHUU
KYJIbTYPHBIX KYJIbTYPHBIX KYJbTYPHBIX

0COOEHHOCTEH Ha
BeJcHHE OM3Heca;
0 IIpaBUiIax
JIETIOBOTO
JTHKETA;

0 mpuemMax
aHalu3a u
CHHTE3a, B TOM
YUCIIE
CI/ITyaI_II/IOHHOFO nu
KOMILIEKCHOT'O

0COOCHHOCTEH Ha
BeJIEHUE OM3HECA;
0 TIpaBWIIAX
JICJIOBOTO
JTHKETA;

0 TIpuemMax
aHaIn3a u
CUHTE3a, B TOM
YHCIIE
CI/ITyaI_[I/IOHHOI‘O n
KOMILIEKCHOTO

0COOEHHOCTEH Ha
BeJcHHE OM3Heca;
0 IIpaBUiIax
JIETIOBOI'0 STHKETA,
0 MpUeMax aHaJlu3a
U CUHTEC3a, B TOM
YUCIIE
CI/ITyaI_II/IOHHOFO nu
KOMILIEKCHOT'O
aHaln3a;

0 pPEUYEBBIX




aHaIu3a;
0 pEYEeBBIX
TaKTHKaX U
CTpaTerusx B
YCTHOU U
MACHEMEHHOMN
npodeccuoHanbH
ou
KOMMYHHKAITIH
YMmerh:

He B momHOi#
Mepe ¢
JOTYIIIEHUEM
HEKOTOPBIX
HETOYHOCTCH
yMeeT BEeCTH
JHAJIOT,
c00JTr0/1ast HOPMBI
pedeBoro
JTHKETA,
UCTIONB3YS
pa3IUYHbBIE
CTpaTeruu;
BBICTPaUBaTh
MOHOJIOT;

BECTH 3aIIUCh
OCHOBHBIX
MBbICIIEH U (PaKTOB
(u3
ayJIMOTEKCTOB U
TEKCTOB

JUISL 9YTCHHS),
3aIliCh

TE3UCOB YCTHOTO
BBICTYTUICHHUSI/TTUC
BMEHHOT'O
JIOKJIaja o
M3y4aemMon
npoOeme
Baanern:

Cmab6o Bnazmeer
HaBBIKAMHU
BBICTpAUBaHUS
IUAJIOTUIECKON
peun Ha
WHOCTPAaHHOM
SI3BIKE, a TAKIKE
HaBBIKAMHU

aHam3a;
0 pEYEBBIX
TaKTHKaX U
CTpaTerusix B
YCTHOU U
MUCHEMECHHOM
npodeccnoHabH
on
KOMMYHHKAITUU
YMerTh:
CaMoCTOSTEIIFHO
C JIOTyIIICHUEM
HECYIIECTBEHHBIX
MOrPENTHOCTEN
yMeeT BEeCTH
JIAAJIOT,
co0JTr0/1as1 HOPMBI
pedyeBoro
JTHKETA,
WCIIONB3YS
pa3Iu4YHbIe
CTpaTeruy,
BBICTpanBaTh
MOHOJIOT

BCCTH 3aIIHCh
OCHOBHEIX
MBbIcTiel U akToB
(u3
ayJIMOTEKCTOB U
TEKCTOB

JUTSI ATCHUS ),
3aIMCh

TE3UCOB YCTHOTO
BBICTYTUICHHS/TINC
BMEHHOTO
JIOKJIaa o
H3y4aeMoi
npobieme
Baagern:
CBo0OomHO
BlagceT
HaBBIKAMH
BBICTpauBaHUs
JINaJTOrM4YeCKOM
peun Ha
WHOCTPaHHOM
SI3BIKE, a TAKXKE
HaBBIKAMH

TaKTHUKaX U
CTpaTerusx B
YCTHOU U
MACHEMEHHOMN
npodeccuoHaIbHO
1 KOMMYyHUKalUn

YMmerh:
CamMOoCTOSTEIHLHO
MOJIHOCTEIO, YETKO,
apryMEHTHPOBAHO
yMeeT BEeCTH
JHAJIOT,
c00JTr0/1ast HOPMBI
pedeBoro
JTHKETA,
UCITIONB3YS
pa3IuyHbIe
CTpaTeruu;
BBICTpauBaTh
MOHOJIOT;

BECTH 3aIIUCh
OCHOBHBIX
MbICIIEH U (PaKTOB
(u3

ayJIMOTEKCTOB U
TEKCTOB

JUISL YTEHUS),
3aIliCh

TE3UCOB YCTHOTO
BBICTYTUICHHSI/TIUCh
MEHHOI'O

JIOKJIaJa Io
M3y4aemMon
npoOeme
Baanern:

B coBepmiencTse
BJIaZicCT HaBBIKAMH
BBICTPAMBaHUS
IUAJIOTHIECKON
peun Ha
WHOCTPAaHHOM
SI3BIKE, a TAKIKE
HaBBIKAMH
nyGIMYHOTO
MPEICTaBICHHUS




nyGIMYHOTO nyOIMYHOTO pe3ybTaTOB CBOEH
IpeCTaBICHUS MIPEJCTaBICHUS NesITeIbHOCTH Ha
pe3yIbTaToB pe3yIbTaToB UHOCTPaHHOM
CBOEH CBOEH SI3BIKE
NeSITeIbHOCTH Ha | IeITEIbHOCTH Ha

UHOCTPaHHOM MHOCTPaHHOM

S3BIKE A3BIKE

OO6o03HaueHHBII ypOBEHb COOTBETCTBYET ypoBHIO B.1 — B.2+ moporoBblii uMam cpeaHui
ypoBenb (Threshold or Intermediate) oOmeeBponeiickoli IIKanabl YPOBHEH BIIaJICHUS
MHOCTPAHHBIM SI3BIKOM:

CTYJEHT NOHHMMaeT OOlIee COJEep)KAHUE CIOKHBIX TEKCTOB Ha aOCTpaKTHbIE M KOHKpPETHBIE

TEMBI, B TOM YHCII€ Y3KOCIEIUaTbHbIE TEKCTHL. ['OBOPUT TOCTATOYHO OBICTPO M CIOHTAHHO,
YTOOBI MOCTOSIHHO OOMIATHCS C HOCUTENSIMU sI3bIKa 0€3 OCOOBIX 3aTpyIHEHHWH aiis JTr000W u3
CTOPOH.

YwMmeet: nenath 4y€TKue, MOAPOOHBIE COOOIMICHHS HA PA3TUYHBIE TEMbI U HU3JI0KUTh CBOW B3TJISIT
Ha OCHOBHYIO ITPO0OJIEMY, TIOKa3aTh MPEUMYIIIECTBO U HETOCTATKU PAa3HBIX MHEHHIA.

B.HaueeT: HaBbIKaMH HaIlMCaHUA IIPOCTOI'0 CBA3HOI'0 TCKCTAa HAa 3HAKOMYIO MJIM MHTCPECYIOIIYIO
TEMY, JIMYHOI'O IHCbMa C ONMCAHUCM IICPCIKUTBIX COOBITHI U MOJIYUCHHBIX BHG‘I&THGHHFI, a
TAKXE HCCJIOKHOI'O JCJIOBOI'0O IMMChbMa, HAITMCAHUA PE3IOME U X KU3HCOIIMCAHU .

2. KOHTPOJIBHBIE 3AJTAHUSA U UHBIE MATEPUAJIBI ONEHKHU
3HAHUI, YMEHH i, HABBIKOB U (MJIM) ONbITA AeATEJIbHOCTH, XaPAKTEPU3YIOLIHME ITANbI
(opMupoBaHus KOMIIETEHINI B MpoLecce OCBOCHH S TUCIUNIMHBI

«MHOCTpaHHBIH A3BIK (1€710BOI))»

2.1 IlepeyeHb NpeATIOKeHUH HA IMCbMEHHBIN NepeBo/

Monayas 1. Careers.

1. | One way to make a career move is to join a small but rapidly growing company.

2. | Some people take a career break to do something adventurous like sailing round the world
or going trekking in India.

3. | I n some industries, it can take a long time to climb the career ladder.

4. | Certain companies offer career opportunities to the long-term unemployed or

to people without formal qualifications.

5. | Ambitious people often decide on a career plan while they are still at university.

Companies.

6. | He works for a software company/a company that makes software.

7. | No smoking is company policy.



https://dictionary.cambridge.org/dictionary/english/works
https://dictionary.cambridge.org/dictionary/english/software
https://dictionary.cambridge.org/dictionary/english/software
https://dictionary.cambridge.org/dictionary/english/smoking
https://dictionary.cambridge.org/dictionary/english/policy

8. | The company is concentrating on developing new products.

9. | In the space of just ten years, her company has grown from one small shop to a multi-
million-pound empire.

10.| He owns part of a company that manufactures software for personal computers.

Moayas 2. Selling.

11.

Suppliers often sell large quantities of goods to wholesalers , who do not usually sell
directly to consumers.

12.

They offer a discount to customers who buy in bulk.

13.

We could possibly deliver by August.

14.

We can do that, providing you make a down payment.

15.

I fit works, we'll increase the order later on.

New Business.

16.

The company is about to launch a new bicycle for children, which has great sales potential.

17.

Workers will be recruited locally and trained, if necessary, at a special school set up for that
purpose.

18.

The members of the planning committee must choose a location for the new factory.

19.

There are generous tax credits for building new factories.

20.

There is a strong protest movement against international companies.

Monyas 3. Marketing.

21.

Marketing is a job that involves encouraging people to buy a product or service.

22,

Obviously as sales manager he'll be very involved in the promotion and marketing of
the product.

23.

We need to decide soon what marketing strategy we should pursue for these new products.

24.

Our marketing people have come up with a great idea for the launch of the new model.

25.

Mr. Harris was previously director of sales and marketing.

Planning

26.

Careful planning is essential if the event is to be a success.

27.

We need to do some brainstorming before we get down to detailed planning.

28.

The project is still currently at the planning stage.
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https://dictionary.cambridge.org/dictionary/english/job
https://dictionary.cambridge.org/dictionary/english/involve
https://dictionary.cambridge.org/dictionary/english/encourage
https://dictionary.cambridge.org/dictionary/english/people
https://dictionary.cambridge.org/dictionary/english/buy
https://dictionary.cambridge.org/dictionary/english/product
https://dictionary.cambridge.org/dictionary/english/service
https://dictionary.cambridge.org/dictionary/english/sales
https://dictionary.cambridge.org/dictionary/english/manager
https://dictionary.cambridge.org/dictionary/english/involved
https://dictionary.cambridge.org/dictionary/english/promotion
https://dictionary.cambridge.org/dictionary/english/product
https://dictionary.cambridge.org/dictionary/english/decide
https://dictionary.cambridge.org/dictionary/english/soon
https://dictionary.cambridge.org/dictionary/english/strategy
https://dictionary.cambridge.org/dictionary/english/pursue
https://dictionary.cambridge.org/dictionary/english/product
https://dictionary.cambridge.org/dictionary/english/people
https://dictionary.cambridge.org/dictionary/english/great
https://dictionary.cambridge.org/dictionary/english/idea
https://dictionary.cambridge.org/dictionary/english/launch
https://dictionary.cambridge.org/dictionary/english/model
https://dictionary.cambridge.org/dictionary/english/previously
https://dictionary.cambridge.org/dictionary/english/director
https://dictionary.cambridge.org/dictionary/english/sales
https://dictionary.cambridge.org/dictionary/english/essential
https://dictionary.cambridge.org/dictionary/english/event
https://dictionary.cambridge.org/dictionary/english/success
https://dictionary.cambridge.org/dictionary/english/brainstorming
https://dictionary.cambridge.org/dictionary/english/detail
https://dictionary.cambridge.org/dictionary/english/project
https://dictionary.cambridge.org/dictionary/english/currently
https://dictionary.cambridge.org/dictionary/english/stage
https://dictionary.cambridge.org/dictionary/english/concentrate
https://dictionary.cambridge.org/dictionary/english/developing
https://dictionary.cambridge.org/dictionary/english/product
https://dictionary.cambridge.org/dictionary/english/space
https://dictionary.cambridge.org/dictionary/english/year
https://dictionary.cambridge.org/dictionary/english/grown
https://dictionary.cambridge.org/dictionary/english/small
https://dictionary.cambridge.org/dictionary/english/shop
https://dictionary.cambridge.org/dictionary/english/empire
https://dictionary.cambridge.org/dictionary/english/own
https://dictionary.cambridge.org/dictionary/english/part
https://dictionary.cambridge.org/dictionary/english/manufacture
https://dictionary.cambridge.org/dictionary/english/software
https://dictionary.cambridge.org/dictionary/english/personal
https://dictionary.cambridge.org/dictionary/english/computer

29.| The expression "corporate planning" is one of the new expressions in industry.

30.| As Senior Vice-President he was responsible for corporate planning and development.

2.2 Hepeqenb TEM AJ MOHOJOIHYECKOI0 BbICKa3bIBaAHUA

Monyan 1. | Careers.
Companies.
Monayanb 2. | Selling.

New Business.

Monyan 3. | Marketing.

Planning

ITpumepnuie 6onpocut
Do you have a career plan? Where do you want to be in 10 years?
What is the difference between a Resume and a CV?
How to prepare for a job interview?
Would you like to run your own company? Why? / Why not?
What is the role of marketing in increasing sales?
Why do buying on-line is becoming popular nowadays?
How can social-networking sites make or break your career?

NV hE LD —

Kpurtepun oneHuBanus:

Ot1anyHo. CTyJIEHT JIOTMYHO CTPOMT MOHOJIOTMYECKOE BBICKA3bIBAHHE B COOTBETCTBHM C
KOMMYHHUKAaTHBHON 3anauedf, chopMynupoBaHHON B Bompoce. Jlekcmueckue eIuHHIBI U
rpaMMaTH4YeCKUE CTPYKTYpPbl HCIOJIb3YIOTCA YMecTHO. OIMOKM NPaKTUYECKH OTCYTCTBYIOT.
Peub moHsATHA: MPaKTHYECKH BCE 3BYKH MPOHM3HOCATCS MPABUIBHO, COOJIIOAAETCS MpaBHIIbHAS
nHToHaIusA. O0BEM BhICKa3bIBaHMS HE MeHee 7-8 ¢pa3.

Xopomo. CTyIeHT JIOTUYHO CTPOUT MOHOJIOTMUECKOE BBICKA3blBAHME B COOTBETCTBUM C
KOMMYHUKATUBHOW 3amadeii, chOpMyIUpOBaHHOW B 3amaHud. JIekcHyeckwe eIWHHIBI |
IrpaMMaTH4YECKUE CTPYKTYpbl COOTBETCTBYIOT IIOCTaBICHHOM KOMMYHHMKAaTMBHOHM 3ajade.
CTyaeHT AOIMycKaeT OTAENbHBbIE JEKCHYECKHEe WM TpaMMAaTUYECKUE OIIMOKH, KOTOpble He
IOPEMSATCTBYIOT IOHMMAaHHIO €ro peud. Peubp TOHATHA, yuamuiics He  JOMYCKaeT
donemarnyeckux ommbOok. OOBEM BhICKa3bIBaHMS HE MeHee 5-6 (pa3s.

Ya0BJIeTBOPUTEIBHO. YYallUiCS JIOTMYHO CTPOUT MOHOJIOTMYECKOE BBICKA3bIBAHUE B
COOTBETCTBUM C KOMMYHMKAaTHBHOW 3ajmaued, cdopmynupoBaHHoM B 3ajganud. Ho:
BBICKA3bIBAHUE HE BCErJa JIOTMYHO, HMEIOTCS IMOBTOpHI. JlOMmycKaroTcs JIEKCMYECKUE U
rpaMMaTH4ecKre OLIMOKHM, KOTOpbIe 3aTPYAHSIOT TNOHUMaHue. Peyb B I1eIOM TOHATHA,
y4Yaluiicss B OCHOBHOM COOJIOAAeT MpaBUIbHYI0 HHTOHANNI0. OOBEM BBICKAa3bIBaHUS — MeHee 4

dbpa3.
11



https://dictionary.cambridge.org/dictionary/english/senior
https://dictionary.cambridge.org/dictionary/english/responsible
https://dictionary.cambridge.org/dictionary/english/corporate
https://dictionary.cambridge.org/dictionary/english/planning
https://dictionary.cambridge.org/dictionary/english/development

HeynosiaerBopurtesibHo. KomMmyHuKaTMBHasi 3ajada HeE  BbINoJsiHEHa.  Jlomyckarorcs
MHOT'OYUCJICHHBIC JICKCUUCCKHUEC U I'PaMMAaTHYCCKUC OH_II/I6KI/I, KOTOPBIC 3aTPYAHAIOT ITIOHUMAHUC.
Bombioe komnuecTBO OHEMATHIECKUX OITHOOK.

Mogayas 1. Careers.

2.3 TecToBLIE 3a1aHUS

Match the terms with their definitions

1.
1. Career a) a written description of the previous work of someone who is looking for
a job at a college or university
2. Recruitment | b) the act of raising someone to a higher or more important position or rank:
3. Jobseekers c) the job or series of jobs that you do during your working life, especially if
you continue to get better jobs and earn more money:
4. CV d) the process of finding people to work for a company or become a
new member of an organization:
5. Promotion e) someone who is trying to find a job
Match the phrases with their correct meaning.
2.
1. career move a)chances to start/improve your career
2. career break b)ideas you have for your future career
3. career plan c)an action you take to progress in your career
4. career opportunities d)a period of time away from your job to, for example, look after
our children
5. career path Y
e)a series of levels or steps in your working life
6. career ladder ) psiny &

f) the direction your working life takes

Choose the best word to complete each sentence.

3. Zoltan decided on his career move/ plan when he was in his first year of university, and
amazingly, he followed it until here tired.

4. Rupert hopes to make a living / course doing freelance consulting.

5. My company has a training programme that offers career opportunities / breaks to students
who have just graduated from university.

6. Helen a was very happy with the bonus / progress she got last month.

7. Dominic was very pleased when he earned his first job/ commission.

8. Begonia is ready to make a career opportunity /move, so she's applying for jobs with other

companies.

12



https://dictionary.cambridge.org/dictionary/english/description
https://dictionary.cambridge.org/dictionary/english/previous
https://dictionary.cambridge.org/dictionary/english/work
https://dictionary.cambridge.org/dictionary/english/looking
https://dictionary.cambridge.org/dictionary/english/job
https://dictionary.cambridge.org/dictionary/english/college
https://dictionary.cambridge.org/dictionary/english/university
https://dictionary.cambridge.org/dictionary/english/act
https://dictionary.cambridge.org/dictionary/english/raise
https://dictionary.cambridge.org/dictionary/english/higher
https://dictionary.cambridge.org/dictionary/english/important
https://dictionary.cambridge.org/dictionary/english/position
https://dictionary.cambridge.org/dictionary/english/rank
https://dictionary.cambridge.org/dictionary/english/job
https://dictionary.cambridge.org/dictionary/english/series
https://dictionary.cambridge.org/dictionary/english/job
https://dictionary.cambridge.org/dictionary/english/your
https://dictionary.cambridge.org/dictionary/english/working
https://dictionary.cambridge.org/dictionary/english/life
https://dictionary.cambridge.org/dictionary/english/especially
https://dictionary.cambridge.org/dictionary/english/continue
https://dictionary.cambridge.org/dictionary/english/better
https://dictionary.cambridge.org/dictionary/english/job
https://dictionary.cambridge.org/dictionary/english/earn
https://dictionary.cambridge.org/dictionary/english/money
https://dictionary.cambridge.org/dictionary/english/process
https://dictionary.cambridge.org/dictionary/english/finding
https://dictionary.cambridge.org/dictionary/english/people
https://dictionary.cambridge.org/dictionary/english/work
https://dictionary.cambridge.org/dictionary/english/company
https://dictionary.cambridge.org/dictionary/english/become
https://dictionary.cambridge.org/dictionary/english/member
https://dictionary.cambridge.org/dictionary/english/organization
https://dictionary.cambridge.org/dictionary/english/trying
https://dictionary.cambridge.org/dictionary/english/find
https://dictionary.cambridge.org/dictionary/english/job

9.

10.

Alicia did a mistake / her best when she completed her job application.

Some companies help their employees take a career path / break by giving them a few
months off without pay.

Companies.

11.

Match the terms with their definitions

Company a) notworking for  an employer but finding work for  yourself  or

having your own business

Self-employed b) acompany that controls other smaller companies

(98]

parent company | ¢) an organization that sells goods or services in order to make money

Multinational d) alarge and powerful company that produces and sells goods in ~ many
company different countries

Complete the sentences below with the words and phrases in the box.

head office share price net profit parent company

market share subsidiary workforce turnover

12.

13.

14.

15.

16.

17.

18.

The amount of money a company receives from sales in a particular period is called its

The money a company makes after taking away its costs and tax isits.............

A company which owns another company iscalleda.............

The employees in a particular country or business are called the . . ...........

The percentage of sales a company has in a particular marketisits.............

The main building or location of a large organisation isits.............

A company which is more than 50% owned by another company iscalleda.............

13



https://dictionary.cambridge.org/dictionary/english/working
https://dictionary.cambridge.org/dictionary/english/employer
https://dictionary.cambridge.org/dictionary/english/finding
https://dictionary.cambridge.org/dictionary/english/work
https://dictionary.cambridge.org/dictionary/english/your
https://dictionary.cambridge.org/dictionary/english/business
https://dictionary.cambridge.org/dictionary/english/company
https://dictionary.cambridge.org/dictionary/english/controls
https://dictionary.cambridge.org/dictionary/english/small
https://dictionary.cambridge.org/dictionary/english/company
https://dictionary.cambridge.org/dictionary/english/organization
https://dictionary.cambridge.org/dictionary/english/sell
https://dictionary.cambridge.org/dictionary/english/goods
https://dictionary.cambridge.org/dictionary/english/service
https://dictionary.cambridge.org/dictionary/english/order
https://dictionary.cambridge.org/dictionary/english/money
https://dictionary.cambridge.org/dictionary/english/large
https://dictionary.cambridge.org/dictionary/english/powerful
https://dictionary.cambridge.org/dictionary/english/company
https://dictionary.cambridge.org/dictionary/english/produce
https://dictionary.cambridge.org/dictionary/english/sell
https://dictionary.cambridge.org/dictionary/english/goods
https://dictionary.cambridge.org/dictionary/english/country

Complete these sentences with either the present simple or the present

continuous form of the verbs in brackets.

19. We normally . . ............. (hold) our sales conference in Mumbai, but this year
WE. oo (hold) it in Delhi.

20. Although we . . .. ... ... .. (use) our own sales representative at the moment, we
generally. ........... (use) agents in China.

Monyas 2 Selling.
Match the terms with their definitions

21.

Manufacturer | a) someone
who buys and sells goods in large amounts to shops and businesses:

Distributor b) aperson who sells goods to the public in stores, on the internet, etc.:

Supplier ¢) aperson or organization that supplies goods to shops and companies

Wholesaler d) acompany, person, etc. that provides things that people want or
need, especially over a long period of time

Retailer €) acompany or country that produces goods in large numbers

22.What makes an effective salesperson?
a) the knowledge of dealing with people
b) the habit of making a list of things you need
c) being sociable
d) being easygoing

23.The amount of money a company receives from sales in particular period is called its......
a) turnover
b) profits
c) net profit
d) assets

24.The free market involves:
a) The free provision of products by the state
b) The subsidizing of products by the government
c) Market forces of supply and demand
d) All trade occurring via barter

25.When the goods you require are not available
a) Allocates resources via supply but not demand
b) Allocates resources via demand but not supply

14



https://dictionary.cambridge.org/dictionary/english/buy
https://dictionary.cambridge.org/dictionary/english/sell
https://dictionary.cambridge.org/dictionary/english/goods
https://dictionary.cambridge.org/dictionary/english/large
https://dictionary.cambridge.org/dictionary/english/amount
https://dictionary.cambridge.org/dictionary/english/barbershop
https://dictionary.cambridge.org/dictionary/english/business
https://dictionary.cambridge.org/dictionary/english/goods
https://dictionary.cambridge.org/dictionary/english/public
https://dictionary.cambridge.org/dictionary/english/store
https://dictionary.cambridge.org/dictionary/english/internet
https://dictionary.cambridge.org/dictionary/english/person
https://dictionary.cambridge.org/dictionary/english/organization
https://dictionary.cambridge.org/dictionary/english/supplies
https://dictionary.cambridge.org/dictionary/english/goods
https://dictionary.cambridge.org/dictionary/english/barbershop
https://dictionary.cambridge.org/dictionary/english/company
https://dictionary.cambridge.org/dictionary/english/company
https://dictionary.cambridge.org/dictionary/english/person
https://dictionary.cambridge.org/dictionary/english/provide
https://dictionary.cambridge.org/dictionary/english/people
https://dictionary.cambridge.org/dictionary/english/want
https://dictionary.cambridge.org/dictionary/english/especially
https://dictionary.cambridge.org/dictionary/english/long
https://dictionary.cambridge.org/dictionary/english/period
https://dictionary.cambridge.org/dictionary/english/time
https://dictionary.cambridge.org/dictionary/english/company
https://dictionary.cambridge.org/dictionary/english/country
https://dictionary.cambridge.org/dictionary/english/produce
https://dictionary.cambridge.org/dictionary/english/goods
https://dictionary.cambridge.org/dictionary/english/large
https://dictionary.cambridge.org/dictionary/english/number

c) Allocates resources via supply and demand
d) Allocates resources via market forces and government intervention

26. Why are beauty products easy to sell on TV?

a) the product is easy to demonstrate

b) the product has a good story behind it
c) the product is easy to advertise

d) the product is heavily advertised

27.Which of the following is a normative statement in economics?

a) More spending by the government will reduce poverty

b) Higher taxes will lead to less desire to work

¢) The UK economy is growing fast relative to other European Union
members

d) The government should concentrate on reducing unemployment

28.Why do some people buy luxury products?

a) because such products raise their status
b) to attract people’s attention

c) to feel at ease

d) to communicate better

29. Why did he get the sack?

a) because he continued to be late for work
b) because didn’t attend the meetings

c) because had no great ideas

d) because he didn’t win an award

30. When did Apple release the first iPad?

New Business.

31.

a) in 2010
b) in 2005
c) 1in 2000
d) in 2015

Match the economic terms (1-10) to their definitions (a-).

A

interest rate
exchange rate
inflation rate
labour force

tax incentives

a) total value of goods and services produced in a country
b) percentage increase in prices

c) cost of borrowing money

d) price at which one currency can buy another

e) percentage of people without jobs

government bureaucracy f) the number of people working
GOP (gross domestic g) tow taxes to encourage business activity
product)

unemployment rate

h) money from overseas
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9. foreign investment 1) official rules/ regulations/ paperwork
10. balance of trade j) difference in value between a country's imports and exports
32.Match the sentence halves to make appropriate sentences.
1. Could you check the departure time a) until the meeting has finished.
2. Assoon as interest rates rise, b) as soon as you get to the office.
3. We need to stay ¢) until we've saved enough money.
4. The Finance Director needs to speak to you d) while you are still working.
5. She will move to Frankfurt e) when the conditions are right.
6. We won't open our new office f) when she finds a good job.
7. I think you should save some money g) before we leave for the airport.
8.  We can set up in that country h) the economy will slow down.

Complete these sentences with when, while, before, after, until or as soon as.

33.More than one answer may be possible in each case.

34.We won't buy anythingnew . ........... we've paid off all our debts.
35.They'll start the meeting . . .......... the manager arrives.

36.1 was finishing the report. . .. ........ my boss went out with clients.
37.1t's urgent,so 'l 1 phoneyou............ I get home.

38.Can you check the figures . ........... you go home?

39. What is the effective way of developing business idea?
a)  brainstorming
b) cooperation
c¢) mutual understanding
d) discussion

40. What is the most effective way of measuring corporate hospitality?
a)  print plenty of business cards
b) to make a list of things you need
c) to think carefully about the location of the meeting
d) to provide a shuttle service from the airport

Moayas 3. Marketing.

Match these words and phrases (1-7) to their definitions (a-g).

41.
16




market a) the combination of products that a company has to offer

”
position b) a market filled so completely that no more products can be added

upmarket .
P c) expensive compared to other products of the same type

duct mi . : :
product mix d) alter a product or service to change the way that people think about it

enetrate . . .
P e) start selling goods or services in a new market

di bl
15posable f) money that is available to spend after paying for essentials like taxes, food

income and housing

rebrand g) the ranking of a company or brand against its competitors in terms of its

sales
saturated

Complete these sentences with some of the words/phrases from T.41.

42. The Beatles were ableto . ........... the US market.

43. During the economic crisis, people had less . ............

44. Smaller banks are struggling to compete in an already . ........... market.

45. We are trying to lose our cheap image and move . ........... with more expensive
products.

46. Coca-Coladecidedto............ Diet Fanta in the UK, to fit in with the rest of Europe.

Correct the grammatical mistakes in these sentences.

47. What means market position?
48. Why you don't sell it on eBay?
49. Did you went to the farmers' market last week?

50. Is coming your boss tomorrow?

Planning

Match the verbs (1-3) to their meanings (a-c).
51.
1. hope a) believe something will happen
2. expect b) decide in detail what you are going to do
3. plan c) wish something would happen

Match the halves of these expressions.
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11.

If you'll just
Justa

I'd like
Could I say
Could I just
Hold on
Sorry to
How do you

What exactly

. Are you

So what you're

comment on that?
to finish if [ may.
let me finish ...
saying is that ...

do you mean by ... ?
moment, please.
saying

mean exactly?
interrupt, but ...

a minute.

something?

53.
54.
55.
56.
57.
58.
59.
60.

Put the words in order to make tips for planning international conference calls.

time lon I BeIforIcallIthel.

are [ sure I in I place I Make I quiet [youlal.

possible [ If I, I call Tuse I the I a I for I headset I .

when I Use [ you I the I are I 'mute’ I not I button I speaking I .

conference call I Avoid I eating, drinking or I chewing gum I whileTalonI.

to I the I 'mute' button [ use I If I you I to I really need I have a drink, I remember I .

advance [ in I Prepare I the I for I call I. I you I what I Plan I to I need [ say I may I .

may [ you I need I hand I Have I to I any I documents I close I .

2.4.TeMbl TUCHMILIMHBI JAJIS1 CAMOCTOATEIHLHOT0 U3yYeHUS:

Pa3zpen

Conepmanne TEM IJA CAMOCTOATEC/IbHOI0 M3YICHUSA

Mopyns 1.

Old-fashioned and new-fashioned meetings.

Chair-people and their responsibilities.

Mopyns 2.

Agendas. Advantages and disadvantages of videoconferencing.

Small talk. Discussion, compromise and consensus at meetings.

Moaynb 3

Managing people.

Ways of resolving conflicts.

2.5. Bonpocsl K 3a4eTy
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W TOroBBIN YCTHBIN 3a4eT BKIIOYAET CIAEAYIOLINE TPEOOBAHNUS:
1. becema mo mnpennoKeHHOM MpenojaaBaTeNeM YCTHOW Teme. Bpems Ha
MOATOTOBKY — 3-4 MUHYTBHI.
2. BrlnmonHenwe 3agaHusi MO MNPOHIAEHHOMY JIEKCHKO-IPAMMaTHYECKOMY
MaTepuay.

Kpumepuu oyenku:

— OLIEHKa «OTJIMYHOY» BBICTABIISICTCA CTYACHTY, €Clii BepHO 7-10 3amanuii;

— OILIEHKa «XOpOLIO» BBICTABIISIETCS CTYACHTY, €CJIM BEpHO 3-6 3a/1aHuil

— OIICHKA «YJOBJIECTBOPUTEIBHOY BBICTABISIETCS CTYIEHTY, €CIM BEPHO 5
3alaHu’

— OIICHKA «HEYJAOBJIETBOPUTEIILHO)» BBICTABIIACTCS CTYJCHTY, €CIIM BEPHO MEHEE
5 3amaHui.

IlepeyeHb YCTHBIX TeM

1. | Careers.

2. | Companies.

3. | Selling.

4. | New Business.

5. | Marketing.

6. | Planning

7. | Managing people.
Conflict.

TEMbI: CAREERS

Reports of the death of the traditional career have been greatly exaggerated. Despite the growth
of outsourcing (buying in services that were previously performed by a company's employees
from outside the organization) and teleworking by free lancers working from home
communicating via the Internet, most professional people still go to what is recognizably a job in
a building that is recognizably an office. The average tenure, the length of time that people spend
in a particular job, has remained unchanged (at about seven years) for two decades. From the
point of view of the human resources (HR) department of a large company, managing people's
careers can still be seen in the traditional activities of selection procedures and recruitment,
managing remuneration (how much people are paid), and working with department managers on
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performance reviews: annual or more frequent meetings with employees to tell them how well
they are doing and how they may progress further on the career ladder. The HR department will
also be involved with training and professional development of the company's staff. A company's
HR department may also be involved in making people redundant. Redundancies may be the
result of an economic downturn with reduced demand for the company's goods or services, but
they may follow a decision by a company to de-layer (to reduce the number of management
levels) and downsize. It may offer outplacement services, advice to people on how they can find
another job, perhaps after some retraining. A manager made redundant in this way may become
what Charles Handy calls a portfolio worker, offering their services to a number of clients. Some
managers describe themselves as consultants but would prefer to be working in a salaried job in
an organization like the one they have been forced to leave. Others may enjoy their new-found
freedom and embrace the flexibility that it offers. (Companies too may talk about flexibility
when they use the services of freelancers in this way, rather than relying on salaried employees.)
Free lancers have to maintain their degree of employability by keeping up with the latest trends
and skills in their profession or industry, for example by attending short courses. They may
complain that working outside an organization gives them fewer opportunities to learn these new
skills. For many salaried employees, on the other hand, developing one's career in an
(enlightened) organization is a process of give-and-take - the environment they work in allows
them to keep their skills up to speed.

COMPANIES

Multinationals are the most visible of companies. Their local subsidiaries can give them global
reach, even if their corporate culture, the way they do things, depends largely on their country of
origin. But the tissue of most national economies is made up of much smaller organisations.
Many countries owe much of their prosperity to SMEs (small and medium-sized enterprises)
with tens or hundreds of employees, rather than the tens of thousands employed by large
corporations.

Small businesses with just a few employees are also important. Many governments hope that the
small businesses of today will become the multinationals of tomorrow, but many owners of small
companies choose to work that way because they find it more congenial and do not want to
expand.

And then, of course, there are the sole traders, one-man or one-woman businesses. In the
professional world, these freelancers are often people who have left (or been forced to leave)
large organizations and who have set up on their own, taking the expertise they have gained with
them.

But in every case the principle is the same: to survive - the money coming in has to be more than
the money going out. Companies with shareholders are looking for more than survival- they
want return on investment. Shares in the company rise and fall in relation to how investors see
the future profitability of the company; they demand shareholder value in the way the company
is run to maximize profitability for investors, in terms of increased dividends and a rising share
price. Publicly quoted companies, with their shares listed or quoted on a stock exchange, come
under a lot of scrutiny in this area. Some large companies (often family-owned or dominated) are
private: they choose not to have their shares openly bought and sold, perhaps because they do not
want this scrutiny. But they may have trouble raising the capital they need to grow and develop.

Profitability is key. Formulas for success are the subject of thousands of business courses and
business books. Of course, what works for one person may not work for others. See below for
books on two styles of running a company that might be hard to imitate!

SELLING
The world of selling can be a tough place to work. Though the rise of e-commerce has changed
retail sales, the fact remains that at all levels, from street markets up to billion-dollar businessto-
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government (B2G) deals, most sales are still negotiated the old-fashioned way: by people talking
to one another. A company may produce a fantastic product or offer outstanding service, but
without a successful sales team, the business will fail. But selling a product or a service goes
beyond getting customers to part with their money. Everyone in business needs to do some
selling: selling your own ideas to your co-workers; convincing potential business partners that
you can deal with problems that may arise; keeping your team on side during hard times.
Mastering the art of selling requires confidence, product knowledge, an ability to take rejection,
and excellent negotiation skills. Selling a product or services takes many forms. Cold calling is
phoning or visiting someone you haven't had contact with before to convince them to buy
something or do something. Telesales is cold calling using the telephone. Business-to-business
(B2B) sales, for example distributors selling to retailers, tends to be relationship-based. The
buyer and seller are doing business together rather than the seller trying to fill the buyer's
emotional need for something. In B2G selling, which is highly formal, companies bid for
government contracts. E-commerce, mentioned earlier, is the increasing area of sales over the
Internet However, e-commerce courses in business schools are no longer oversubscribed and no
longer preaching that 'everything has changed'. Companies look more at how e-commerce can be
used in conjunction with other methods of selling: in retailing this means clicks and mortar,
combining traditional retail outlets with online operations, rather than pure e-tailing. Some old-
economy companies, like the UK supermarket company Tesco, have made a success of e-
commerce by combining it with their existing operations, rather than investing in a whole new
expensive infrastructure. Webvan, a pure online groceries company in the US, fell down on the
hurdles of logistics: warehousing and delivery.

NEW BUSINESS

A recent TV advert for an airline shows an executive receiving an e-mailed presentation from a
potential supplier and then quickly forgetting about it when another potential partner walks into
the room and gives his presentation in person. The advert is trying to persuade businesspeople of
the merits of face-to-face contact in drumming up new business. Flying to meetings is still the
preferred way of doing things: companies worldwide spend $3 billion on video-conferencing
equipment every year, but US companies alone spend $410 billion a year on business travel.
Road warriors (even if they often travel by plane) will probably be necessary to gain new
business for some time to come. Clients and suppliers refer to each other as partners to underline
the fact that they are in a relationship with mutual benefits: the supplier is making money out of
helping the client to make money by providing products or services to customers. Some cultures
give great importance to getting to know potential partners before working with them. There is
some truth in the idea that Americans walk into a room expecting to reach a deal immediately;
Asians, to build a relationship that may later lead to a deal. (See also the Business brief for Unit
6.) In the past, companies often worked with large numbers of suppliers. Car manufacturers, for
example, worked with numerous component suppliers, perhaps playing them off against each
other to demand lower and lower prices. The tendency now is to work more closely with fewer
suppliers. This is a necessary part of just-in-time O IT) delivery and total quality management
(TQM). It is much easier to make improvements in these areas when dealing with fewer
organizations. This means that it is difficult for new suppliers to break into the privileged circle
and get new business. Another form of new business is start-ups. At one end of the scale, there
are one-person operations, often started by people who have gained expertise as salaried
employees in organizations and then struck out (or been forced to strike out) on their own. At the
other end, there are serial entrepreneurs, who are gifted at transforming ideas into businesses,
and who found a number of start-ups, moving on when each business becomes viable. Their
talent lies in combining ideas with people and finance, and they may be less interested in the
more mundane activity of running established operations. Breaking into new markets is another
form of new business. A company may try to break into e-commerce and may often spend large
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amounts of money before making any. Likewise, a company trying to establish itself in a country
where it has not been present before can make large losses before seeing any return on
investment. It may be necessary to have local partners who are already familiar with the market
and are willing to invest in a joint venture.

MARKETING

'We must be smarter at devising packages of services that our customers want and pricing them
attractively. Set the marketing department free to shape new packages. Don't confine it to
coming up with cute names for offerings designed by engineers and accountants.'* This sums up
the position of marketing in many companies, where it is often seen as a fancy name for selling
or advertising. But, as the quote shows, marketing people should be involved not just in
promoting sales but in all aspects of the marketing mix: ¢ product: deciding what products or
services to sell in the first place; * prices: setting prices that are attractive to particular groups of
customers (segments) and that are profitable for the company; ¢ place: finding suitable
distribution channels to reach these customer groups; ¢ promotion: all the activities, not just
advertising, used to support the product - everything from pre-sales information to after-sales
service. These are the four Ps of the marketing mix, the 'levers' of a company's marketing
machine, levers that it can adjust in different ways for different products and different buyers.
Another way of looking at this is from the point of view of customers, with the four Cs. From
this perspective, the marketing mix is expressed in terms of: ¢ customer solution: offering the
right product to satisfy particular customer needs; ¢ customer cost: the price paid directly by the
customer to buy the product, including the 'price' involved in not buying another product of the
same or another type; * convenience: distributing the product in the way most suitable for each
type of customer; * communication: exchanging information with the customer. Customers are
informed about products through advertising, sales literature and so on, but customers also
communicate with the seller, for example through customer helplines. This is a good way for
sellers to find out more about customers and their requirements and to change or improve their
offer. Thinking of the marketing mix in these terms helps sellers maintain a customer orientation
- a focus on customer needs.

PLANNING

Planning is about resource allocation, the way that individuals and organisations deploy their (by
definition) limited resources such as time, money and expertise.

In the case of individuals, you could say that there is a worldwide planning industry, with its
calendars, diaries, electronic personal organisers and time management training. These (often
very expensive) courses tend to hand out some fairly obvious advice.

» Make lists of things you have to do. Classify them in terms of urgency and priority.

* Pursue tasks single-mindedly. Do not allow yourself to waste time through distractions and
interruptions.

* Delegate. Do not try to do everything yourself.

* Do not try to be a perfectionist in everything. Do each task so that it is 'good enough' for the
circumstances .

But all these things are easier said than done.

For complex projects involving many people and tasks, the Gantt chart is the tool of choice. This
is a diagram that shows the different stages of a project, indicating the tasks that can be done at
the same time as others, and those that must wait until other tasks are completed. Originally
conceived about 100 years ago, Gantt charts are now produced using computer software. Other
computer-based project management tools have been developed by particular companies or are
available commercially.

Companies also have to plan for events that they do not want, such as disasters. Contingency
planning is designed to prepare for the worst, with specific plans of action for disaster recovery,
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including handling of the media and protecting, as far as possible, the company's reputation.
Organizational planning in its grandest form is one element of strategy, where companies make
long-term plans about the future development of their activities. Here, they have to anticipate
competitors' activities as well as trends in the general economic and political environment. Very
large organizations have teams of scenario planners trying to predict how this environment may
change and how they might prepare for and perhaps influence this change.

Moayas 7. MANAGING PEOPLE

In the 1960s, Douglas McGregor, one of the key thinkers in this area, formulated the now
famous Theory X and Theory Y. Theory X is the idea that people instinctively dislike work and
will do anything to avoid it. Theory Y is the more enlightened view that everyone has the
potential to find satisfaction in work. (Others have suggested Theory W (for 'whiplash'), the idea
that most work since the beginning of human society has been done under conditions of total
coercion, i.e. slavery.) In any case, despite so much evidence to the contrary, many managers
still subscribe to Theory X, believing, for example, that their subordinates need constant
supervision if they are to work effectively, or that decisions must be imposed from above
without consultation. This, of course, makes for authoritarian managers. Different cultures have
different ways of managing people. Some cultures are well known for the consultative nature of
decision-making- all members of the department or work group are asked to contribute to this
process. This is management by consensus. Many western companies have tried to imitate what
they see as more consensual Asian ways of doing things. Some commentators say that women
will become more effective managers than men because they have the power to build consensus
and common goals in a way that traditional male managers cannot. A recent trend has been to
encourage employees to use their own initiative, to make decisions on their own without asking
managers first. This empowerment has been part of the trend towards downsizing: reducing the
number of management layers in companies. After delayering in this way, a company may be
left with just a top level of senior managers, front-line managers and employees with direct
contact with the public. Empowerment takes the idea of delegation much further than has
traditionally been the case. Empowerment and delegation mean new forms of management
control to ensure that the overall business plan is being followed, and to ensure that operations
become more profitable under the new organisation, rather than less. Another trend is off-site or
virtual management, where teams of people linked by e-mail and the Internet work on projects
from their own premises. Project managers judge the performance of the team members in terms
of what they produce and contribute to projects, rather than the amount of time they spend on
them.

Conflict

Conflict may well be productive in some cases. In any business situation, there are often a
number of different ideas about the way to proceed. Usually only one way can be chosen, so
conflict is inevitable. Ideally, airing the different ideas in discussion will lead to the best one
being chosen. But the process may become political, with an idea being defended by the person
or group putting it forward after it has become apparent that it is not the best way to go. Those
defending a long-cherished idea are unwilling to lose face by abandoning it. There may be
conflict between different levels in an organization's hierarchy or between different departments,
with hostility to ideas from elsewhere - the not-invented-here syndrome.

Examples of unproductive conflict include disputes between colleagues or between managers
and subordinates that go beyond ideas and become personal. Companies can spend a lot of time
and energy resolving these disputes. In countries with high levels of employee protection,
dismissing troublesome employees can lead to a long process of consultation with the authorities
and even litigation, for example where an employee sues their company for unfair dismissal.
Defending an action like this is of course costly and a distraction from a company's normal
business.
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Labour-management conflict in the form of tactics such as strikes and go-slows can also be very
expensive and time-consuming. The goodwill of a company's customers, built up over years, can
be lost very quickly when they are hurt by such a dispute. But there are sometimes cases where
the public sympathize with the employees and don't mind the disruption. Both sides may put a
lot of effort into presenting their case and gaining public sympathy with the use of advertising,
public-relations firms, and so on. Many countries have legislation with compulsory cooling-off
periods before strikes can begin, official procedures for arbitration between the two sides, and so
on.

In dealings between companies, supplier-customer relationships can degenerate into conflict.
Conlflict seems to be endemic in some industries, for example construction, where contractors are
often in dispute about whether the work has been performed properly or whose responsibility a
particular problem is. This can lead to protracted legal proceedings.

More and more companies in the US are specifying in contracts that any disputes should be
settled using alternative dispute resolution (ADR), avoiding expensive legal wrangling.
Specialised organizations have been set up to facilitate this.
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